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WORK KEYS

ALLIANCE
- OF

BUSINESS

LABOR

EDUCATION

The mission of

WorkABLE St. Louis

is to utilize ACT's

Work Keys system to

strengthen economic and

workforce development

in the St. Louis

Metropolitan Arsz— -

in cooperation with
existing workforce

development partners.
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Critical Skills

ACT has identified cight key foundartional

performance in most jobs. Additional
scales will be developed as needed. The
following critical skills form the basis
of the Work Keys system:

m Reading for Informarion
m Applied Mathemarics

m Listening

m Writing

» Teamwork

n Applied Technology

m Locating Information

m Observation

WorkABLE St. Louis Services
Job Profiling
Identifies skills and skill levels required

for specific jobs or occupations.

Skills Assessment
Determines current skills
of students and workers.

Instructional Support
Helps educators and trainers assist learners.

Reporting
Provides relevant informarion useful in

career planning, training program evaluation,

resumes, and as part of employee selecrion.

APPLICATION OF WORK KEYS

Business and Labor can:

m profile skill requirements for
specific jobs or occupations

m evaluate job or apprentice applicant skills

m evaluate the skills of current employees

m determine skill needs of the employee
and organization

m provide focused education and training -
needed to meet both individual and
organizational goals

m aid communicaton among employers,
labor, educators and trainers

Students and Job Seekers can:
# document foundational workplace skills
m provide employers with evidence

of skills attained
m identify needs for personal
education and training
m link education and training
with employment .
m document skill development over time
m identify jobs for which current
preparation is sufficient
m explore appropriate career paths
W target training to needed skills

Educators and Trainers can:
m accurately target instructional programs
m develop and revise curricula to meet needs
of business, labor and education
m support and guide individual career development
m serve as a professional resource for
business and labor communides
m reduce remedial education burden for
employers and apprenticeship programs
s document instructional program effectiveness

"WORK KEYS IN ACTION

2
=
]
=
]
=
>
5
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=

Here’s an example of the Work Keys system in
action, using a customer service representative job
in a technology products company. The chart below
shows how the Work Keys skill scale can be used to
compare an employee’s skills to the skills required
for the customer service representative job.

Job: Customer Service Representative

Locating plied
Information nology

Job skill levels required . Individual's skill levels % Skill improvement ne

Job Profiling

A job profile of the customer service representative jc
was done to determine the skills and skill levels requi
Of the eight critical skills, six were identified as relad
to the job: Listening, Reading, Locating Information
Applied Technology, Writing and Teamwork.

Skills Assessment
An employee’s skills were assessed using the Work Ke
skills assessment. In two of the six necessary job skills
Listening and Reading—the employee’s skills fell bel
those required for the job.

Instructional Support

Appropriate training could then be provided by
educators and trainers to improve the employee’s skil
levels in Listening and Reading.

The Work Keys system provides a much-needed
common language that is equally meaningful to w
those in the classroom and in the workplace.



IMPACT

Since being developed by ACT in the
late 1980s, Work Keys can be found
throughout the U.S. in:

m workplaces

m employment and job
training organizations

® apprenticeship programs

m high schools

m colleges

m other sites

The Wotk Keys system is
improving the skils of the
current workforce and preparing
today’s students for tomorrow’s
employment opportunities.

The Work Keys system
mu making its mark.

WorkABLE St. Louis is the regional
Work Keys™ Alliance of Business,
Labor and Education, a partership
utilizing ACT’s national Work Keys
system to profile, assess and teach
critical workplace skills.

The St. Louis Regional Commerce
& Growth Association (RCGA);
the St. Louis Labor Council,
AFL-CIO; and University Outreach
and Extension (of University

of Missouri/Lincoln University)
were the founding parmers of

WorkABLE St. Louis.

Currently more than 30 organizations
in the 12-county bi-state area parrticipate
in the parmership from these secrors:

adult educarion, business, commu

based organizations, community

colleges, government, job training
agencies, labor, and sccondary education.

For further information contact:

Robert J. Kelley
President
St. Louis Labor Council,

AFL-CIO

1401 Hampton Avenue
St. Louis, MO 63139

Telephone:
314-647-6336

Fax:
314-647-7768

Margaret Smith-Kenyon
Director of Workforce
Development

St. Louis Regional
Commerce &

Growth Association

One Metropolitan Squar
Suite 1300

St. Louis, MO 63102

Telephone:
314-206-3299

Fax:
314-206-3244
E-mail:

tlbryant@stlrega.org

Or visit ACT’s website for more informatic

http://www.act.org

Participating organizations do not
discriminate on the basis of race, color,
national origin, sex, religion, age, disak
or status as a Vietnam-era veteran in
emplayment or programs.

&

Wor£ABLE St.Louis
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